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A new store is turned over to Retail 2 days prior to the Grand Opening.  All Technology equipment is installed and tested onsite prior to this date.  

· Network equipment is shipped to the local Tech HUB and will need to be brought to the Store for the WAN install
· The "MAC and Teller/CSR pallets" will be delivered by Laser the morning of the Store install	
· Laser will assist in unboxing the equipment and will remove any trash.
· Laser Services and SOROC verifies the equipment received matches the ACF that Laser brings with the equipment.   If there are no discrepancies, then Laser Services can complete their delivery.      
· In the event of any discrepancies, the SOROC tech will need to assist with finding a resolution.    Once a resolution is reached then Laser Services can complete their delivery.  If there is missing or additional equipment, then SOROC will need to notify the ERE Focal immediately.
· The SOROC tech will need to submit an ACF for all received equipment and send it tdacf@td.com and the ERE Focal.  This needs to be completed before the end of the day. 
Please bring the following spare equipment with you to the install and GO:

· Asset tags for the TIC scanners
· 10 and 5 feet patch cables
· Power cables
· Mice 
· Keyboards
· TIC Scanners 
· 1 Tellers and 1 Platform PC pre-imaged
[bookmark: _WAN_EQUIPMENT][bookmark: _Toc1052906]WAN Equipment
· Install the Data UPS in the rack shelf
· Install the preconfigured management card for UPS
· Connect the UPS to a power source
· Connect the temperature probe to Universal  I/O  Port1, and feed the cable to the top of the rack following proper wire management techniques.
· Install WAN/LAN equipment



· Connect Network ports to the switch ports as noted in the Switch port config sheet.  This includes the ATM, Security ports and wireless access points


· Contact AMCBFSLevel2Team@td.com if additional ports need to be labeled in the switch, Copy the TD ERE Focal
[bookmark: _Toc1052908]Wifi

· Patch the wireless APs into ports 11 and 12 on the switch using white patch cables.   (13 and 14 can be used as well if needed)
· Once activated by the Network Team, you will need to assist in testing

[bookmark: _Toc1052907]SERVER

· The server should be installed first thing after the WAN equipment
· Server should be online by noon on the day of installation
· Install the Server UPS in the rack shelf
· Install the preconfigured management card for UPS
· Connect the UPS to a power source separate from the circuit used for the Network UPS.
· Connect the temperature probe to Universal  I/O  Port1, and feed the cable to the top of the rack following proper wire management techniques.
· Connect the Network port to the switch ports listed in the Switch port config sheet.
· The Server is installed in the rack shelves.
· Connect both power supplies in the back of the server. One goes to UPS1 and the second goes to UPS2.
· Connect NIC 1, 2, and ILO to the switch ports listed in the Switch port config sheet.
· Install one monitor with Ergomart SL102 Limbo Low Profile LCD Stand and server keyboard
· Send an email to the Server Team to notify that the server is online at the store. Send email to  ITS-AMCB-ServerBuild-Team@td.com. Copy the TD ERE Focal.
[bookmark: _Toc1052909]TELLER, PLATFORM, MFD PRINTERS

· Activate network jacks for all printers to the switch ports listed in the Switch port config sheet.
· Lexmark will deliver and install the printers and configure them for use
· Attach additional Asset tags provided to each Tic Scanner and Craden passbook printer.
[bookmark: _Toc1052910]Phones

· Install the Voip phones, use black patch cables at the desks (where visible to customers)
· Activate network jacks for all phones to the switch ports listed in the Switch port config sheet as Teller or CSR. 



· Additional pots lines cross connect:
· Cross connect the fax to data jack by the copier/MFD
· Cross connect cash advance line to data jack by the cash advance machine on one of the sitdown teller stations.
· Cross connect one of the 911 lines to the data jack behind teller line for the Emergency/911 phone (ATT-CL2940) 
[bookmark: _NETWORK_CRADEN_PRINTERS]
[bookmark: _Toc1052911]NETWORK CRADEN PRINTERS (PASSBOOKS)

· Installs Passbook printer(s) with jetdirect box
· Activate network jacks for all passbook printers to the switch ports listed in the Switch port config sheet.


[bookmark: _Toc1052912]EMV ICP PRINTERS

· Activate the network jack for the Card printer. See the Switch port config sheet for port designation. 
· EMV printer will be setup by DataCard.
· Once Store staff receives their card stock and login IDs (usually 2-3 days prior to opening), please email John.Joyce@td.com to perform a remote test.  Provide him with the Store name and workstation asset tag and he will remote into the machine and send a test print.  Copy TD ERE Focal on the email.
[bookmark: _Toc1052913]CSRs and Tellers

· Install CSR and Teller workstations
· PC hangers should have been installed by the cable vendor.  – notify TD ERE Focal if any are missing
· Install Ergomart SL102 Limbo Low Profile LCD Stand, if applicable, on standup teller stations and  drive thru monitors
· Install privacy screens on any window or customer facing monitor 
· Plug pin pads into a USB port on the front of the PC.  Record pin pad serial numbers (located on the back of the device, starts with H) and send them to the TD Focal
· Activate network jacks for all workstations to the switch ports listed in the Switch port config sheet.
· Work with general contractor and vendors to resolve construction/furniture issues impacting workstation installation (for example: missing grommet holes)
· Report any DOA devices/equipment asap to the TD Focal 
· Report any missing or extra equipment asap to the TD Focal
· Perform wire management on all workstations (See photos at the end of this document as examples)
· For Universal Workstations:


 
· For Lobby Leader workstations:


· For Wealth/FA offices:


[bookmark: _Toc1052914]TCR

· TCRs will be delivered and installed by Glory
· Connect the 9 pin COM cable from the TCR to the PC to the left of the TCR. Connect to the Expansion COM port not the main mother board IO port.
· PC on the left side of TCR is primary. 
· PC on the right is the secondary
· After connection is complete, email TD ERE Focal the Store Name and primary and secondary workstation numbers. Please use the following format when sending the email:
· Email Subject Line: <Store Name> – Encore TCR Workstation Configuration Request
· Email Body
  Hello,
Please configure the following workstations for Encore and TCR:
Store Name:
TCR 1 Primary Workstation:
TCR 1 Secondary Workstation:

TCR 2 Primary Workstation:
TCR 2 Secondary Workstation:
Thank you,



· TD ERE Focal will open an Incident ticket for the AMCB-Ops-Application team to remote into the PCs and login to Encore and configure them. And to check the Encore ini file has the correct store information and that the din.mdb file is present on the server.  Ticket will be assigned to TS-AMCB-Ops-Application 
[image: ]
· 
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· Complete asset capture form and submit, copy TD ERE Focal on the email

[bookmark: _Toc1052919] Capture Pictures 

· Store front from street
· Lobby, Teller line, Platform from main entrance
· Teller line from behind
· Printers, TCRs
· Front and rear of ATMs
· One of the phones
· Drive Thru Inside and outside
· Alarm Panel
· Fire Alarm Panel
· Server/LAN


· Upload pictures for the site support catalog: 
· When ready to upload pictures for the site support catalog please login to the TD Site Catalog Editor and follow your process to update the site pictures.

2.5	Wire Management
Below are a series of pictures that displays how the store equipment should be set up and installed.  Please note every store will be a little different, these pictures provide a general idea of how the finished work should look.  The overall goal is to make sure all equipment is installed as neatly as possible.
CSR Desks:
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\CSR\Greenlawn CSR 3.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\CSR\Platform10.JPG]
Teller Line: 
 [image: M:\New Stores Working\Drawing Keys\Template\Pictures\Teller\TellerLine1.JPG][image: ]
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Teller\TellerLine2.JPG][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Teller\TellerLine4.JPG]
Drive-Thru:
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Drive-Thru\DriveThru2.JPG][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Drive-Thru\DriveThru5.JPG]

Greeter Station: 
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Greeter Station\Grand & Allen - Greeter.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Greeter Station\Hub Greeters Desk 3.jpg]

Quickstation:
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\QuickStation\Greenlawn Quick Station Kiosk.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\QuickStation\Plainview East Platform-QuickStation1.JPG]
Settlement:
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Settlement\Settlement2.JPG]
Printers:
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Printers\Greenlawn Teller Printer.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Printers\Greenlawn Cash Advance.jpg]
Data Closet:
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn Data Rack Full.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn Data Rack Top.jpg]
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn Server.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn UPSs.jpg]
[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Calle Ocho Electrical RM - router-switch1.JPG][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn Back of Data Rack.jpg]


[image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn Back of data Rack 2.jpg][image: M:\New Stores Working\Drawing Keys\Template\Pictures\Data Closet\Greenlawn Back of UPSs.jpg]
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Send the TD ERE Focal updates at the end of the day and notify them of any issues immediately
[bookmark: _Toc1052921]Retail Testing

· EMV ICP - Once Store staff receives their card stock and login IDs, please email John.Joyce@td.com to perform a remote test.  Provide Store name and asset tag to remote into.  Copy TD ERE Focal on the email.
· After the store receives notification from Access Management that their IDs have been setup, please have the employees' login and test each PC and their access using the approved test script. Employees are required to sign and return the forms to the ERE Focal.


[bookmark: _Toc1052922]Grand Opening Day

· Ensure you have spare equipment with you including pre-imaged CSR and Teller PCs
· Lexmark issues should be reported through the TD Service Desk.  Call 1-866-523-4357
· EMV printer issues should be reported to the TD Service Desk and escalated to DataCard.  Entrust DataCard will be on call for hardware related issues and should be onsite within an hour.
· Other issues can be reported to the TD Service Desk 1-866-523-4357
· Send periodic emails to the TD Focal keeping them updated on the progress of the GO.  Send at 8am, noon and after the GO ends.  Send emails sooner if there are issues to report.  
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		New Store Network (WAN) Installation







This document describes the procedure to install network (WAN) equipment in a new store location.



		Cisco 9200 48 Port Switch



		Cisco Switch Brackets
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		Cisco Viptela 100b Router – 
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		Cisco Viptela 100m Router
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Installing Equipment in the Data Rack



1. Locate the data rack in the electrical/equipment room.  The rack could be mounted on the wall, or a free-standing unit, depending on the store model or room layout.

2. Unpack all equipment that will be installed in the rack (routers, switches, etc.)

3. Determine where each device will be installed in the rack

a. Leave 1U of space between the bottom of the patch panel and the switch.  Additional switches, if needed, can be placed below the first one (no space needed in between).

4. Mount the switch in the rack.  There should be rack screws included with the rack, as well as with each device.  Either set of screws should work.  If working with a rack that has square holes instead of round, threaded holes, you will need to utilize the clips that are included with the rack.

5. The routers can be placed on the shelf, see example below:



[image: ]



Connecting Equipment to the Network



Follow the diagram below to make all of the necessary connections for network functionality.  

· For switch to router use 3ft green

· Connect the E10 circuit to the patch panel

· E10 circuit is installed in the rack. 

· Locate the blue Ethernet cable labeled MPLS, which is left by the cable vendor

· Ensure the MPLS Ethernet cable is connected to the E10 circuit. 

· Locate the Primary Circuit on the patch panel (should be labeled MPLS)

· Using the cable included with the router, connect this port to the port labeled Ge0/2 on the Viptela 100b router 

Once all the connections are made, be sure to manage all cables using Velcro.



[image: ]

Testing/Verification



At this point, all network connections have been made, and the equipment can be plugged in and powered on.  Allow each device to boot up fully before continuing.



Contact Lee Rodrigue at (207) 753-5846.  Let him know that you are installing network equipment at a new store and you are ready to test.  He will perform some connectivity tests on his end and let you know if there are any issues.  He may ask that you perform some troubleshooting if he is unable to get the equipment connected, so stay on the line while he is testing the equipment.



Contact Gerald O'Neil at 508-862-0881 or 871-834-9863 to confirm the switch configuration. If Gerald is not available email AMCBFSLevel2Team@td.com.

	Last Updated:  04/09/2020Internal
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new 9200 switch layout.xlsx
Sheet1

		Switch-1				(Single switch site)

		1		3		5		7		9		11		13		15		17		19		21		23		25		27		29		31		33		35		37		39		41		43		45		47		SPF1		SPF2

		Viptella   Primary       V1		reserved - network device		Server Nic1		Server ILO/IMM		reserved future Server 		Wireless AP		Wireless AP		Printer Peripherals		Printer Peripherals		Printer Peripherals		ENV ICP Printer 		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		CCTV-1		Reserved for 3rd party services / alarm		UPS/APC		ATM-1    speed 10 duplex full VLAN 729		Switch to Switch link		Switch to Switch link

		Viptella     Secondary          V2		reserved - network device		Server Nic2		reserved future Server 		reserved future Server 		Wireless AP		Wireless AP		Printer Peripherals		Printer Peripherals		Printer Peripherals		Printer Peripherals		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		CCTV-2		Reserved for 3rd party services / alarm		UPS/APC		ATM-2   speed 10 duplex full VLAN 729		Switch to Switch link		Switch to Switch link

		2		4		6		8		10		12		14		16		18		20		22		24		26		28		30		32		34		36		38		40		42		44		46		48		SPF3		SPF4



								Switch-1				4		Network ports 				18		Workstation ports								If more than 2 ATM's and only 1 switch use ports 42 or 44 for other atms

												6		Server Ports				4		CCTV / 3rd party ports								if more than 2 ATM's and 2 switchs use ports 47 and 48 on switch 2

												4		Wireless AP ports				2		UPS/APC ports

												8		Printer ports				2		ATM ports								if more than 4 WIFI's and only one switch use port 15 and 16 for the others

												4		SPF uplink ports														if more than 4 WIFI's and 2 switch's use port 11 thru 14 on switch 2 

		Switch-2

		1		3		5		7		9		11		13		15		17		19		21		23		25		27		29		31		33		35		37		39		41		43		45		47		SPF1		SPF2

		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Wireless AP		Wireless AP		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		ATM-3    speed 10 duplex full VLAN 729		Switch to Switch link		Switch to Switch link

		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Wireless AP		Wireless AP		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		Workstation / VoIP Phone		ATM-4   speed 10 duplex full VLAN 729		Switch to Switch link		Switch to Switch link

		2		4		6		8		10		12		14		16		18		20		22		24		26		28		30		32		34		36		38		40		42		44		46		48		SPF3		SPF4



								Switch-1 & 2				4		Network ports 				60		Workstation ports

												6		Server Ports				4		CCTV / 3rd party ports

												8		Wireless AP ports				2		UPS/APC ports

												8		Printer ports				4		ATM ports

												8		SPF uplink ports
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VoIP Install Procedures v2.docx
Installing Voip Phones at a New Store



The following instructions are for installing Cisco 8811 Voip phones at a new location after the site is setup for Voip.





· Activate the network jacks that the phones will be connected to. The Phone should be connected to a port that is added to voice vlan 2 (these ports will usually be 1 thru 14 and 25 thru 34, or check the switch configuration for any additional ports that may be available.)

· Connect the phones to the activated jack using black patch cables into the port show below.

[bookmark: _GoBack][image: ]



· If there is a PC at the same desk as the phone plug it into the port shown below.

[image: ]



· Make sure the phone lights up and starts registering, and then move to the next phone. The phone should register in about 5 to 15 minutes.



· Check  the phones to ensure they have dial tone and display correctly as shown below[image: ]



· If the phone shows registering try disconnecting the network cable shown below, plug it back in, and then wait 5 to 15 minutes for the software to start to load. (Please note that if the PC is connected to the phone the PC will lose network connectivity until the phone reboots)

[image: ]



· If the phone is not coming up within 15 minutes, make sure the phone is connected the right switch port as listed in an earlier step. 

· If the phone still does not work send the MAC address located on the back of the phone to Alex Manzo from Enterprise Voice and Video Services at Alexander.Manzo@td.com or (856) 437-3949 to ensure the phone was added to the sites configuration. Alex should be able to verify if the site was setup properly and that the phone was added to the site.



· 

Complete the Store Voice Install Checklist_USRT, and send it to Alexander.Manzo@td.com  from Enterprise Voice and Video Services.



· 

Once everything is in place, give the Store manager a copy of the 8811 User Guide, and make sure the store personal has a general understanding on how to use the phones.







Wall Phone



· There should already be a bracket installed on the wall. If the mounting bracket is attached the wall plate then dismount the mounting bracket from the wall plate as shown below.

[image: ]



· Attach the phone to the mounting bracket as shown below (Ensure the headset cable is connected and seated in the clips that are incorporated into the phone body before attaching the phone to the mounting bracket.)

[image: ]



· Slide the mounting bracket on the wall plate as show below.

[image: ]



Adjust the Handset Rest

If your phone is wall-mounted, you may need to adjust the handset rest to ensure that the receiver does not

slip out of the cradle.



[image: ]
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Store Voice Install Checklist_USRT.xls

Post Install Check List


			TD Bank -  USRT Voice Install Checklist


			STORE LOCATION


			DATE:


						CHECKLIST TASKS			COMMENTS


			1			Check Equipment Delivery against Deployment Sheet


			2			Locate and Test Telephone Lines against Deployment Sheet


			3			Cross Connect Telephone Lines to the Router


			4			Unbox and assemble telephones (apply English language sticker)


			5			Connect telephones to network jacks


			6			Wait while first-time connection completes on phones (~ 5-15 mins/each)


			7			Set Background (Settings, User, Backgrounds) on each phone


			8			Verify that there is dial-tone and display on each phone


			9			CALL SET UP TESTING (Not needed on EACH phone)


			10			CALL TEST 1: Call another using the short dialing sequence (*xxx)


			11			CALL TEST 2: Call another using the medium dialing sequence (**xxxxxyyy)


			12			CALL TEST 3: Call another using the full dialing sequence (0138xxxxxyyy)


			13			CALL TEST 4: Call the broadcast number for all phones (*200)


			14			CALL TEST 5: Call the urgent broadcast number for all phones (*299)


			15			CALL TEST 6: Call VM by pressing the 'messages' button (should be answered by Cisco Unity)


			16			CALL TEST 7: Dial an OUTBOUND LOCAL number


			17			CALL TEST 8: Dial an OUTBOUND LONG DISTANCE number


			18			CALL TEST 9: Dial Tech Support using the Speed Dial (OUTBOUND TOLLFREE)


			19			CALL TEST 10: From a mobile phone, call line 4 (Emergency) verify ring-in and display


			20			CALL TEST 11: Call the store number, verify ring-in and display


			21			CALL TEST 12: Verify HUNTING by making multiple inbound calls to the store


			22			CALL TEST 13: Verify E911 service: Call 911, Verify Urgent Phone Number and Address


			23			MOH TEST: Make an inbound call, place on hold, verify Music on Hold plays


			24			Cross connect ANALOG voice station cables (e.g. FAX, Cash Advance)


			25			Verify service at analog station jacks (inbound/outbound long distance)


			26			Label analog station jacks


			27			Verify Voice Mail access, using manager phone-press messages button


			28			Verify Voice Mail PIN: 90xxxx9 (xxxx=store RCN)


			29			SRST Testing, Fail WAN Cirucit, wait 10 min, test inbound/outbound, restore circuit, wait 10 min, test in/out


			30			Collect and Remove all Trash from deployment


			31			Coordinate resolution to any issues above with enterprise voice


			32			Label Spare phones for return inter-office shipping


			33			End User Acceptance Testing / Hand-off to standard support


			34			Return check sheet to Enterprise Voice to verify completion
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Phone layout

«~ 0138-04643-222

’-.( Store Support

=( Tech Support

New call Redial Pickup

Internal Page 3 of 10







# Button or Feature

Description

Date and time

The current date and time is displayed at the top of the screen.

Direct inbound dial
number

Your store telephone number has been moved to the new system. This
number appears here.

Phone extension line

The first line entry represents the phone's unique extension line. Each
phone in the store has a unique user ID for this line:

User ID contains Example
US retail identifier prefix 0138

5 digit store number (RCN) 09998

3 digit phone extension 220

Notification counter

This number counts the number of missed calls and voicemails (if
available) on the phone.

Store support speed
dial

Press this button on the phone to immediately start a call to the WOW store
support line.

Tech support speed
dial

Press this button on the phone to immediately start a call to the TD Bank
technology service desk.

Soft key bar

This bar will show additional phone options currently available to you.
These options will change depending on the state of your phone, whether it
is idle, on a call, etc.

"More" soft key

Press this button to have the soft key bar show additional available soft key
options.

Missed call
notification

Shows the current number of missed calls. Press the associated button on
the right side of the screen to see a list of missed calls.

New line button

Press a right hand side button displaying this icon when idle or in a call to
be given access to a new line to place a call.

Internal
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Using your phone

This section describes how to use your phone to make calls and use additional calling features.

Place a call

To place an external call outside of the system from your phone, simply lift the handset and dial the
number you are trying to reach. You do NOT need to dial 9 before the number.

To place an internal call:
e To dial another phone WITHIN your store:
Dial *, followed by the 3 digit phone extension. (*XXX)
0 The number to dial is shown on each phone as the last 3 digits of the user ID.

«~ 0138-04643-222

o Ex. Dial *201 to reach your store manager
e To dial another retail location on this system:
Dial **, then the store's 4 digit RCN, preceded by 0, then the three digit local phone extension.
(**0YYYYXXX)
0 The number to dial is shown on each phone as the last 8 digits of the user ID.

«~ (0138-04643-222

o0 Ex.: Dial **01234201 to reach Store 1234’s manager
e You may also dial the full 12 digit number of any other phone (the full user ID displayed on the
handset) to call that phone.
0 The number to dial is shown on each phone's user ID

« (138B-04643-222
o0 Ex: Dial 013801234201 to each Store 1234's manager

Typical store extension ranges include:
e 201: Store Manager
202: Assistant Store Manager
210-219: Teller
220-229: CSR
230-239: Common Rooms (Conference, Lounge, Kitchen, Settlement Room, etc.)
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Park a call

You can use Call Park to pause a call in progress on your on phone and then continue it on any other
phone within your store.

To park a call in progress:
1. While a call is active, press the "More" soft key on the soft key bar
2. Then, press the "Park" soft key on the soft key bar to park the call
3. The phone will display the extension on which the call has been parked

+12078273965
Parked on *8310

11 0138-09998-220

To resume the call:
e From any phone in your store, dial the parked extension to resume the call on that phone
(Ex. *8310)
e From your own phone, you can resume the call by pressing the "Resume” soft key

Create a conference call

You can create a conference call with 4 total participants directly from your desk phone. For larger
conference calls please use a Verizon Conference Bridge line.

To start a conference call:
1. Start a call normally with the first participant in the call
2. While in the call, press the "Conference" button ( ﬂ) on the right side of your phone.
3. The first participant will be put on hold.
4. Dial the number of the second participant in the call.
5. When the call to the second participant is connected, press the "Conference" button again to join
both calls together into a conference.
6. Repeat Steps 2-5 to add a third participant to the call

Note: In place of using the "Conference" physical button you can use the "Conference" soft key located
on your soft key bar.

Transfer a call

To transfer a call in progress: __
e While a call is active, press the "Transfer" button () on the right side of your phone.
e Dial the number of the transfer recipient
e You can complete the transfer in one of two ways:

o Blind transfer: Directly after starting the call to the recipient, while the phone is ringing,
press the "Transfer" button again to immediately transfer the caller, who will then hear the
phone ringing for the recipient.

o0 Consultative transfer: Allow the transfer recipient to answer the call. You can speak with
the recipient to prepare them for the transfer. Then, press the "Transfer" button to
complete the transfer. The caller will be immediately connected to the transfer recipient.

e After completing the transfer you can safely hang up the phone

Note: In place of using the "Transfer" physical button you can use the "Transfer" soft key located on your
soft key bar.
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Pick up a call

You can answer a call to another extension within your store directly from your phone. While another

direct extension is ringing, pick up your phone's handset and press the "Pickup" soft key located on the
soft key bar.

Do Not Disturb

Enabling "Do not disturb" will mute your phone's ringer for incoming calls, replacing it with a single short
audible tone.

To enable the Do Not Disturb feature, press the "Do not disturb” soft key on the soft key bar. You will
need to use the "More" soft key to locate it.
To disable the Do Not Disturb feature, press the "Do not disturb" soft key again

Recent Calls

The Recent Calls menu shows your missed, received, and placed calls.

To open the Recent Calls menu:
1. Press the Applications button ( ) to bring up the applications menu.
2. Use the navigation cluster and select button to select "Recents" (or simply press 1)

Recents: All calls Line: 0138-09998-220
o Test User 2011 +14165420252
Offline 9:19 AM
c, 0 Unifnown 12078273965
Offline 9:18 AM
« g Site 09998 Store Manager +013808998201
Offline 9:16 AM
2o Site 09998 Store Manager *201
Offline 9:16 AM

For each call, the Recent Calls menu displays:
e Call Type (Outbound, Received, Missed)
e Caller ID information (if available from service provider)
e Called/ Caller phone number
e Time of call

Note: You can place a call directly from your Recent Calls menu by selecting an entry using the
navigation cluster, then pressing the "Call" soft key on the soft key bar.
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Changing phone settings

This section describes how to change certain settings on your phone.

Accessing the settings menu

To open the settings menu:
1. Press the Applications button ( ) to bring up the applications menu.
2. Use the navigation cluster and select button to select "Settings" (or simply press 2)

Change the ringtone

From the settings menu, select the second option, "Ringtone” by using the phone's navigation cluster and
the select button (or simply press 2).

Select a new ringtone by highlighting it by using the navigation cluster. Press the "Play" soft key on the
soft key bar to hear a sample of the ringtone. If you are satisfied and would like to select the ringtone for
use, press the "Set" soft key on the soft key bar to save your selection.

Change the font size

From the settings menu, select the fifth option, "Font size" by using the phone's navigation cluster and the
select button (or simply press 5).

Select a font size by highlighting it by using the navigation cluster, then pressing the "Set" soft key on the
soft key bar to apply the new font size immediately.

Change the screen brightness

From the settings menu, select the third option, "Brightness" by using the phone's navigation cluster and
the select button (or simply press 5).

Change the brightness by using the left and right buttons within the navigation cluster. When you are

satisfied with the brightness, press the "Save" soft key on the soft key bar to apply the new brightness
setting.

Internal Page 8 of 10







Using voice mail

This section discusses your store's voicemail system

Store voicemail

Each store has been configured with a voicemail account on which callers can leave your store
messages. However, your phones will only be answered by voicemail after your store hours. During store
hours store phones will continue to ring until answered. If you are in the store after hours you will have a
short opportunity to answer the phone before the call is transferred to the store voicemail.

Your store's voicemail account information:
e Voicemail User ID: 0138YYYYY200
0 YYYYY =0 + 4 digit store RCN
e Voicemail PIN: 9YYYYY9
0 YYYYY =0 + 4 digit store RCN

Designated phones will see a red light on their phone's handset when the store has voicemail messages
waiting. Default designated phones are

e Store Manager, ext. 201

e Store Assistant Manager, ext. 202

Accessing voicemail

To access your store's voicemail from within the store:

e From a designated phone:
1. Lift your phone's handset
2. Press the Messages button () on the phone
3. Atthe prompt, enter your store's voicemail PIN, followed by #

e From non-designated phones:
1. Lift your phone's handset
2. Press the Messages button ( ) on the phone
3. When you hear the greeting, press *
4. At the first prompt, enter your store's voicemail User ID, followed by #
5. At the second prompt, enter your store's voicemail PIN, followed by #

Remotely accessing voicemail

To access your store's voicemail from outside the store:
1. Dial: 1-888-280-4505
2. Press the * key during the greeting
3. Atthe first prompt, enter your store's voicemail User ID, followed by #
4. Atthe second prompt, enter your store's voicemail PIN, followed by #
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Changing the voicemail greeting

Within the voicemail system, you can change the greeting that customers calling your store will hear
when they reach voicemail outside business hours. When recording your voicemail greeting, please use
only the “CLOSED" greeting. This is the afterhours greeting that customers will hear. The standard
greeting is not used and will not be heard by customers calling your store.

To edit your voicemail greeting, after logging into the voicemail system:
1. Press 4 to access "Setup options"
2. Press 1to access the "Greetings" options
3. Press 1 for English greetings or 2 for Spanish greetings
4. Press 3 to access the "other greeting" options
5. Press 2 to edit your store's "Closed greeting"
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		Passbook JetDirect Configuration







This document is for Configuring a Jetdirect for networked passbook printing in a new store



Items needed

· HP Jetdirect 300X with power adapter

· 25 pin parallel cable

· Craden with parallel port and power cable

· Network cable CAT5 or CAT6 with RJ45 connectors



Connect the 25 pin parallel cable from the Passbook to the Jetdirect



Connect the Jetdirect to the network



Connect power to Passbook and Jetdirect
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Configure Craden at the LCD screen. (To change a setting press the UP or down arrow also labeled A and B)
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· Press 9,9, then Function

· Ready – Unlocked‬ / enter key

· Ready – Cover Ovride off‬ / enter key

· Press 9, 2, then FUNCT‬ (Print Parameter‬s)

· Lines/Inch = 6‬‬ / enter key

· Chars/Inch = 10‬‬ / enter key

· Ready Print = Normal‬‬ / enter key

· Ready Quiet Mode ? Y‬‬ / enter key

· Document Insert – Top Edge ‬/ enter key

· Document Insert – With O Sec Pause‬ ‬/ enter key

· Begin Printing - Immediately‬‬ / enter key

· Begin Printing Line #1 = .216in‬‬ / enter key

· Skew Detection - Correct Skew‬‬ / enter key

· Skew Detection Allowed = .050‬‬ / enter key

· 

· Press 9, 3, then FUNCT‬ (Communication Parameters) ‬

· Interface – Parallel Intrf.‬ / enter key

· Input Buffer – Multiple Lines‬ / enter key

· Emulation Mode – I‬ / enter key

· Auto Carriage – Return on Feed Y‬ / enter key

· Interface – Dual Port ? N‬ / enter key

· Paper Out = Never‬ / enter key

· Select = Always‬ / enter key

· Press 9, 9, then FUNCT‬ (Override Parameters‬)

· Ready – Unlocked‬ / enter key

· Ready – Cover Ovride off‬ / enter key



Press the test button on the Jetdirect . (Do not hold the test button down this will reset to factory setting, and will require additional configuration.)



[image: JD Top]



Load paper in the Craden then wait a moment for it to start printing



After the paper is ejected flip the paper around and insert it into the Craden again to finish printing the configuration settings



The configuration page will give you the JetDirect’s current IP address.  The page should look similar to below. Please confirm this with the IP shown in the Stores configuration sheet.
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Universal Station Tech Install Guide and Checklist.pdf
Universal Stations:

Tech installation guide and checklist






Installation Checklist ip)

_tem Quantity

StarTech Extended Length VGA 10' Cable

1 attached to each monitor

2 per station, use on Pin Pad and TIC scanner to

StarTech Fully Rated USB Extension 6' Cable A-A connect to CPU

Desktop monitor arm (installed by ERE) 1 per station
Power Strip (installed be ERE inside deck) 1 per station (TIC scanner & monitor)
Power Strip 1 for every 2 stations
Braided Cable Sleeve 1 per station
Velcro Cable Strips 1-2 rolls
Lenovo wireless keyboard and mouse 1 per station
Phone, TIC scanner, Pin Pad 1 per station
Credit Card advance (above TCR) 1 per Store

Internal





Internal

Adjustable Height Desk— Tech Instructions

m Step 1-Ensure all required equipment and cable management tools are onsite (see slide 2)

Ao
m Step 2-Refer to Universal Station IT Set Up Guide for detailed instructions

Universal Station
IT set up

m Step 3-Install all peripherals with proper cable management(see appendix)

m Step 4-Complete Inspection Checklist:
QProper cord management-ensure TD "look & feel" standards are met:

LRaise/lower each Universal Station to ensure cords move properly and there is no pulling/pinching of cords.
(Perform this test with the panels off so you can confirm that cords have proper movement)

On Desks: Ensure TIC scanner/Phone cords are neatly secured and ran through desk grommet
LUnder Desktop: All cords are neatly secured
L E-mail pictures of completed project to ERE focal
U Desktop
dUnder Desktop





Appendix





Proper placement of TIC scanner/Phone Checklist ip)

Internal





Cable Management: Monitor Arm

Internal





Power Strips

Elevated Power Strip for
Tic Scanner & Monitor
(installed by furniture vendor 10-12 inches
off the floor)

Internal
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DRHODE2

Callout

Cable Ties








DRHODE2

Callout

Keep enough loose excess cable in this cabinet to allow the PCs above to be fully pulled out.




















Braided Cable Sleeve
(side opens) should
cover all cables that
are within the movable
portion of the desk leg.

Ensure there Is enough
slack that the desk can
be fully raised without
ISSue or causing
tension on cords.

Extension Cables

Wrap excess cable in loops
and wrap with cable ties at the
bottom of this cabinet.




DRHODE2

Callout

Cable Ties



DRHODE2

Callout

Braided Cable Sleeve (side opens) should cover all cables that are within the movable portion of the desk leg.



DRHODE2

Callout

Extension Cables



DRHODE2

Callout

Ensure there is enough slack that the desk can be fully raised without issue or causing tension on cords.



DRHODE2

Callout

Wrap excess cable in loops and wrap with cable ties at the bottom of this cabinet.
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Surface Pro Dock @ Lobby Station IT Install Instructions .pptx


Retail Lobby Station – Technology Install Requirements

Items needed for Surface Pro Dock at Lobby Station

Microsoft Surface Pro Dock/Power Connection

Wireless Keyboard & Mouse Combo (Single USB Receiver)

Pin Pad

Power strip



Install Instructions:

Step 1-Ensure all equipment/cable management tools listed above are onsite.



Step 2-Install Surface Pro dock & pin pad in technology well and wireless keyboard & mouse on pullout keyboard tray (see page 2). 



Step 3- Ensure proper cable management & TD "look & feel" standards are met.





Note: 

Telephones are NOT installed at the Lobby Station.

Do NOT connect Ethernet. Surface Pro will stay on Wi-Fi while docked.



Do NOT connect to Ethernet, Surface Pro will stay on WiFi while docked





Internal

Surface Pro Dock at Lobby Station-Overview



Fliptop with technology well to house pin pad and Surface Pro Dock





Pullout Keyboard Tray

1" black grommet

2-1/2" Grommet Sleeve

5 Cord Cable Clip

Reveal so cables can pass through even when closed.

Large access panels at the bottom of each cabinet to provide ample forgiveness if the power and data in the floor is out of place.

Grommets are in the sidewalls of each cabinet to pass cables through.

DO NOT use the customer power module located on the side of the taller black cabinet facing towards the lower desk. It has an outlet + USB A + USB C for customer use ONLY.

Access Panel 





Internal
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FA Office – Real Estate Decal/Plaque Install Instructions

[image: ]

FA Office - Tech Install Instructions

Required items:

· Store layout with new FA Office location clearly marked (The designated private office indicated on floorplan as Wealth Office or FA Office)

· Equipment: TD Primary Standard 24" USB-C Monitor and Wireless keyboard/mouse combo

Install Checklist:

· Confirm FA office location for install using floorplan

· Remove all existing Retail equipment (desktop, mouse, keyboard, desk phone, pinpad, etc)

· Set up TD Primary Standard 24" USB-C Monitor. In some cases, desks will have monitor arms already installed. Be prepared to install monitor on existing arm. Connect USB-C cable

· Wireless keyboard/mouse USB receiver should be inserted into the new monitor's side USB port

· Insert batteries in wireless keyboard mouse combo; ensure that it works but leave in "off" position

· Complete wire management as necessary

· At completion, send picture of set up to ERE Focal

· Question/Concerns? Bump up to your ERE Focal
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Remove existing FDIC decalplaque and replace with W-FACB Plaque. Any damage from
removal should be covered with the new plaque.

TD Wealth W-FACB Placement

FDIC decals and plaques must be removed in any dedicated FA office.
Remove from desk and replace with the new W-FACB plaque. The new
plaque should be placed in the exact same location with the intent of covering
any damage or discoloration from removal of the FDIC sign
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>k Short description | Configure Encore for TCRs installed at new Store, Indian Land (RC 2200) at 8179 Charlotte Highway, Indian Land, SC 29707 ‘

>k Description | Please configure the following workstation for Encore and TCR. While remoted into a workstation, please also confirm the ini file has
correct Store info/RC and also confirm the din.mdb is on the server.

Store Name: Indian Land RC 2200

Ter 72
Primary WIND09307193
Secondary WIND09306992

Ter73
Primary WIND09306614
Secondary WIND09294444
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TD Site Catalog LAN Room Picture Guidelines



Take a picture of each room where PCLAN equipment is located.  Please take clear pictures.



Pictures should be updated annually, or when any changes are made or noticed.



Label the pictures with a date and a good description.  Please do not include any employees or customers in the pictures if at all possible. 



Some examples are below.  These are the minimum pictures to include.  Additional PCLAN supported items might be included, as well as other useful pictures of the premises.



Picture of the Rack(s) – try to give full perspective of data closet
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Server (s)
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UPS(s) (and ports on the back)
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Switch(s) (So you can see what the ports clearly)
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Phone equipment
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Close up of the dmark showing the Circuit ID:
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Picture of the backup circuit equipment:

[image: C:\Users\Redirection\jkahoun\Desktop\DSL.jpg]








Other pertinent equipment, such as Overture box (or BEAS box):
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Retail Workstation Testing Confirmation Checklist

Complete all steps on this checklist for each workstation in your Store. If you experience issues while completing any steps below, work with onsite IT Tech. Email the completed checklist back to the sender.

		Workstation Type:

		☐     Desktop           ☐     Surface Pro



		Workstation ID (Asset Tag or WIND):

		



		Tester Name:

		







		

		Pass

		Fail



		1. Confirm personal drive mapped to the correct Server. (Each user must test for their ID.)

		☐		☐

		2. Test saving a file to the Store's shared drive. (Each user must test for their ID.)

		☐		☐

		3. Log into Encore! Teller.

		☐		☐

		a. Confirm the workstation is assigned to the correct RC. Select Electronic Journal - should show Store name under Branch.

		☐		☐

		b. Print a receipt on the TIC Scanner. Confirm the date, time, and Store number. (Should not be 999.)  

		☐		☐

		c. Test print to the Craden Printer. (Select 9 - All Other Transactions, 1 - Savings, 1 - Manual Post, Type in Account Number 123, Passbook Balance 5.00 line #1, Tran Date: Today's Date, Tran Amount: 1.00, Tran Type: Deposit. Confirm printing.)

		☐		☐

		d. Buy/Sell Money to/from TCR (select 9 All Other Transactions, 7 Teller Menu, 2 Machine Buy/Sell. In Buy Screen hit count cash to load $1 into the TCR. In Sell Screen sell $1 from the TCR.)

		☐		☐

		e. Test Customer Look Up using Chip & Pin Authentication. (select 0 - Customer Inquiry and if chip and pin is online and enabled on the pc the PIN pad should be beep and Customer should be prompted to insert their card)

		☐		☐

		4.  Log into Encore! Platform.

		☐		☐

		a. Confirm workstation is assigned to the correct RC. (Admin, operator status list shows Branch Name.)

		☐		☐

		5. EMV Printer

		☐		☐

		a. Load Cards into EMV Printer. 

		☐		☐

		b. Have the IT tech onsite Email to have a test card printed. (Confirm card printed.)

		☐		☐

		6. Printer/ MFD (Please complete once.)

		☐		☐

		a. Print a document to a printer.

		☐		☐

		b. Scan a document on the MFD.

		☐		☐

		7. Odyssey

		☐		☐

		a. Confirm workstation is assigned to the correct RC. (Top right will should show Store RC.)

		☐		☐

		8. Additional Applications to launch

		☐		☐

		a. Cardwizard

		☐		☐

		b. Lotus Notes and/or TD Easy Wire

		☐		☐

		

		

		





		

Tester Signature:
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